Instruction — Resetting Passwords

After three unsuccessful attempts to login, users will be locked out of the system.

All users have the ability to reset their own password if they have forgotten it. Only
those who have an email address entered into eOPF will be able to do this.

Thursday, March 17, 2005

eOPF Web Logon

DHHS eOPF v2.1.0.21 Production -----
For login assistance send email to
eOPF_question@psc.gov

edPF ID:

| |
|Passwurd: |
Server:

| DHHS eOPF v
Database:

| DHHS v|

@ e @ Click here if you can't
_ e/’/Te—member your password.

This is the screen you will see:

Reset Password Request

Complete all three fields

eOPF ID: 10037364 | and click Submit,

Email Address of record in eOPF: |sameh0dy@a0|.cnm |

Home Zip Code of record in eOPF: |9021D| |

Wformation
ils.

Please provide name and conta
if you cannot provide abowve d

Wessage:
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Instruction — Resetting Passwords

Reset Password Request

Your password reset request has been accepted. You will receive an email with your nesw password shortly,

Click to return to logon page.

/

Click here

This is what the body of the email message looks like:

hour new Password is as follows:

QYE_Sigf

Please login using thi=s new password. Once logged in, wou will be prompted to
change this password to a password of your choosing. The new password wust be at
least & characters in length, contain an upper case letter, lower case letter, a

nunber, and a special character.

If vou have gquestions or problewms please email them to EOPF_questiDn@psc.gDv.

If you are unsuccessful, an email will automatically be forwarded from eOPF to
eOPF_question@gcrm.com. You will receive your new password via email within a day or
SO.

Once you log into eOPF using your new password, you will be prompted to change the
password.
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eOPF Web Logon

DHHS eOPF v2.1.0.21 Production -----
For login assistance send email to
eOPF_question@psc.gov

e0PF ID:
\00037384)| |

Password:

Copy and paste the password
from the email message here

[ - 1
LIITITIL] < |
|

5erver:
| DHHS=0PF v

Database:
' DHHS v|

W Click submit

Please change your password.

You must change your password. Copy and paste the

password from the email

_f
Old Password: |unun E " —= | message here
New Password: |esesssss < : Type your new
S —
Password Confirm: |uuuu| é‘—__-_——[ Ragsord;here
and here
Click Reset
Password

IMPORTANT - Password requirements: The password must be at least 8
characters in length, contain an upper case letter, lower case letter, a number, and a
special character. Note: The special character cannot be the first character of your
password. For a list of valid special characters, go here:
http://hr.od.nih.gov/eOPF/ValidSpecialCharacters.htm.
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Once you log in with your new password you will be taken to the Welcome screen.

Welcome to the eOPF System You.shouldisea the

Introduction: Welcome screen

The eOPF Systerm contains electronic copies of the documents that make up your
Official Personnel File. The documents with yellow lines (some SF-50s) were sent
directly frarmn EHRP to eQFF. All other documents in your folder were scanned and
imported into e0FPF. Questions concerning specific personnel actions should be
sent to the appropriate HR representative. For other assistance send email to
e0PF_question@psc. goy.

WELCOME HHS eOFF USERS! Please check your eMail address - see the tabs on
the left side - and make sure it is filled in and correct. YWithout an updated email
address you will MOT receive emails notifying you of new documents being placed
into your eOFPF and the automated password reset will not work.

Click here for more information on the HHS intranet eQOFF
website.

User Info:

Email; dipd 40higinih.goy

Emergency Data last updated on:5/23/2005
Pazsweard will expire in 90 day(s).
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